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How do I initiate a subsequent eFiling? 

1. Enter the Case Number and click Go. 

2. Click the file into this case icon in the  

Actions column.   

3. Click Add Party for new parties only.  

Contact your local court to update existing 

party information. 

4. Click Filings.            

How do I add my Filing? 

1. Select Filing Code from the searchable 

drop down box.  

2. Check Service box to eServe your filing.        

(See QRG: eService in eFS) 

3. Type a brief description of the document in 
Filing Description.  

4. Add a Reference Number for your internal 

records. 

5. Click Add Another Filing and repeat the  

process for each additional document 

6. Select statutory fees and Optional Services  
associated with the filing. Click Add      to 

attach fees to the filing. 

7. Add the document: 

 Click on Click to Browse.  

 Select a document from your files and 

click Open to attach it to the filing.   

8. Click the Security drop down box and select 

the appropriate security level.  

9. Optional:  

 Filing Comments - special filing  
instructions for the courts. Does not show 

in court record. 

 Courtesy Copies -  enter email  

addresses separated by commas.  

Filed documents need to be in A searchable 

PDF format.  Refer to MN court rule 14.03 for 

further clarification.  

janedoe@hotmail.com, suziebbq@aol.com, efsforme@yahoo.com, 

https://sp.courts.state.mn.us/mjb/edu/alleeed/ecourtmnu/eFS/QRG-eFiling_Into_an_Existing_Case.pdf
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How do I add payment for my fees? 

1. Select a Payment Account from drop down 

box.   Only choose Waver Account if: 

 You work for a government agency 

and not required to pay a fee 

OR 

 You are filing pleadings with an IFP 

application 

2. Select the Party Responsible for Fees 

from the drop down box. 

3. Click Summary. 

For a complete look at how to make changes to 

your filing in eFS, check out the Viewing and 

Editing Your Filings) 

 

4. Review the Submissions Agreement, then 

click the check box and Agree. 

5. Click OK on the Confirmation window. 

eFS will send a confirmation email when your 

submission has been  submitted and accepted. 

How do I submit my filing? 

1. Review the Envelope and Filing Summary to 

make sure everything is as it should be. 

2. Make changes, if you need to, by clicking 

Edit next to any section you need to work 

on.  Make your edits. 

3. Click Submit. 

https://sp.courts.state.mn.us/mjb/edu/alleeed/ecourtmnu/eFS/QRG-Viewing_and_Editing_Your_Filings.pdf
https://sp.courts.state.mn.us/mjb/edu/alleeed/ecourtmnu/eFS/QRG-Viewing_and_Editing_Your_Filings.pdf

